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HEnurs

UBJECT : Vax M fax.
PEAGE SUBJECT }fxiv . Max. i, M3
’. 5 P 0
1. Overall Records Munzgeuwent Program 11 16 28 26
2, Raports Menagewent 40 60 o 80
3. Cospespondence Management ho &0 10 280
b, Forws Management Lo €0 160 200
5. Management of Record Keeping €0 80 180 240
as 5 e

6. Records Disposition 60 _ 8 8e  2ko
Terinle 256 356 828 1062
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EIEN

FROGRAM

Brief ﬂg on overall Progrom with

. to: Conecept, developmwent,
and adminis‘t‘mtion of the Prograwm;
laws and regulations; and relation-
ahips with other Headgqusriers

risrs
N -
Components.

RMA = 2 hours
BRMA -~ 2 houras
Study of Laws and regulstions;

Hoover Comuission Reporis on
peperwork managevent; Staff reporis
of secomplishment: Punctional

Statements
R¥A - L hours
BRMA - 16 hours

Briefings on esch Punclional nrea
of the Records Mumagement Program

BMA - 10 hours
BRMA - 1D hours
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o N - & oy o
Records ysnégemmn* Aralveis {RMA;
nt Analysis {BRMA} On-the-Job Trairine Courses

a,

Genersl ¥nowledge of nd

znd administration

Good Knowledge of laws and regulations
applicable to the Program

Working knowledge of ﬂe’at*m“*v’ﬂs

between Records Management Staff snd Dosratin:
OPfinas

L 1A0TE .

Progras dbackgrow

Geod knowledge of relationship betweesn the
varicus functionsl sress of records ganagement
Good knowledge of eosrdirating work within
Hgt/s.

Genersl 'rnowletige of the wor~ in e=mch

functionsl srea of recorfis maragement (e.
Foras }‘.anagemeni' Reporis Management, Wecorﬂ*
Maposition, ete.)
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hr-ﬂ

‘hage

.
(EPURTS VAGEMENT

h‘t

Sewlnar, study, prsctice problems, and

sut””“ibeu vork assignments covering

reports anslysis and control prineiples

zpplicgkble to:

a. Reviewing and coordinzting proposed
reguirements for repores

b. Survers

¢. Planning and developing reporiing
systems

€. Apalyzing existing veporting
gystews

2. Report snd directive writing.

RMA  LO-60 hours

BRMA 120-180 hours

CORAESPONDENCE MANAGEMEYT

Seminar, study, praetice problewms

ingpesetion tours, and supsrvisaed

work sssignments covering corras-
pondence menagement nrinciplez

applacable to:

a. Formzts and style

b. Supplies and eguipment

¢. Cocrrespondence systewms

d Effective writing

2. Correspondence surveys

Working knowledge of reporis conirod
regorde and prosedures.

Woring knowledge of reporis snsiysis
prineiples and methods

Ability to plan, conduet, and oresent
8 reporss snalvsis p?oﬁect involiving

s moderstely complex reporting systew
Working ¥nowledge of veport snd direetl
writing

YWorking *nowl eag@ of the Staff's role

An promoting improved correspondsnce

practices

General knowledge of Agency eorrssvon-

depee Stendavds

Working tnovwledge of typlats®

and equipzent

Working knawleﬁge of plenning and con-

duatlrg 8 corregpondence suvrvey

Basle skxill *n analvzing correspondence

with respect %o

{1} Developing or improvirg form and
patiern letters

2} Developing indexes to (1) sbove.

} Ioproving formet and content »f
correspondence.

supplies

gy

ul sb
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> be Accuirzed

Somingr, % . 2. Forkivg mmevledze of the zousrds :
aud oupdrvized Wk srocadurss for procassivg reguesis o
eovering Porss auasgament prinelzles erprovals of fovms )
szpliseble 32 ) b. Horking inowledge of requiremenits far
a. Top ofasbion, candlimuuncs, identifying, nroouving, shocking, ond
2dantification; procuranent igguing Torns.
stosking, lssusmce and wiilisae 2. QGemersl Enoiedss of cpseialiy fowms
Zion of Yorzs. and speeliolly Drinting and the puspames
B. TkRe fcpigs ond comstyusiion of sion of gpeeificntions Werelor. )
forze and yrecedurss relaied 4. Basic skill in esalysing requiremenss
tharets. For forzs widh respost o theip:

{1) Veilisetion (Essemtiality, csueelifu-
A h0-60 tlon with other Porme, 2limimabion,

ARG 160-800 selsted greccdures, and ipatruetions.
{2} Dezign ond constructien .‘
8o Ab3Lity vo cenlust & forws snelysis prejass -

duvelving o msdoraialy complexn eut fera,
Fach a project o facluds:

@
{1) Fach finding interviey with veguosies,
{2} Develorment ond prosentation of TeeomvR-

} Dovelopzend ¢f ckobes sed specificptiens,
1 scesptonse ef preduct by regquesier,
HAFAGESUWE OF RECORD XEEPING :

Seninmr, obudy; inSpooticon tours, 8. Ocod understaonding of the Y0ffleisl Fils™

choarvetions, poactice puebisma, concept oFf lscating £43e statisss e
sxd cuperviced work soeiznsents B ¥orkizmg novisdze ¢F tha AgsEey SUDsE8U-

3 spEspic pipn oxl cace £iling eystsEs.
raring: £ e oF the stomdard |
T oentics of Pile stabieno . Thovoush ksowiedge of e stssdard (steck)

o wias tyoea of swplies ssd eouipmont

n. File closgificatien plessd tyEe supmid 3 i

‘;ﬁ %&ﬁ%&%ﬁ%‘%ﬁé@ l 4. Oozoval Dnowicdge of specisliy-UyEe guppiice
roplios ned equlipmmnt and egnirment. —

o %ﬂm;v%* g. AB1M%y %o _suryey on adnimistrative fiie g_@; & 5

8. Sy o Gpihen lovel, svch & suzvey vo ipeluge:

£. il oustrel Systems ; '
bt Habsriplis b S e
g Vitol @mf “Approved For Release 2005/11/2;{ MBD0A0002T 2 sspact
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Enowladge gnd 8kills %o be Acguizved

s:’ 298

HARAOEHENT OF RECURD YSEPING CONID

BECORDE DISFOBIEICH

Saminer, study, Ssgpestion lours,
cheervations, auf suparviesd work
sasigoments eovering:

Bo

Lews and pegulabions gevernipg
zecords dispomition

the idsmbificsbion snd sched-

uling of recoxd and nomrecord

saterisal.

Surways

Appiying Resords {opirel Sched-

patal
Records Center OpereSions

au .ﬂ 6@ =
A - 180 o

")

80 nourg
240 hours

2.

£o

e

€a

G.

&
19

£.

to locnbion of 2ilsg, f£ile <igsei-
fientien piem, anf suppiiles and
eguipment.
{5} Training the file clerks
{é? Propeving & Survey regsdt
Yorking knovledge of malil scairol
ayst
%sirk@zg Enoviedge of m Agpncy VH
rrogran snf gemetal hoowledge of VB
repeaitory cpevations.

Taareags keowisipge of pppiicadle lzws,

piatuies, and Tsgulatiens.
Working knewladse of Consral Scheduies
Working knoviedom of Tecerd and nonvessed
eriterie appliesbls to existing Sgsray
seiedules.
Hcfrking iprledss of lovestoryiss acd
s@hmmg moeefures,
£5433%y %o survey & oeall olaff office {e.g.

@@mm cmsesl), sueh a survey to insluds:
{1) FTlamning the survey

{2) Investorying the vecowds

{3} Dovsloting nchedules

() Ssourisg spproval of schedulee

%5 Preparing schedules in fivel fors

6) Preparing gurvey ranert
Ability 4o agply o schodnle for ths
rebirement or dastruckion of reconds.
Gezazal xuovledpe of Reeorfs Center
Cpevations.

oo
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